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Entering Checklist Event Date Information

This document will explain how to enter Actual Dates into a Checklist Event.
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“Double-click” on Contract Administration (+) located on the Main Panel.
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“Double-click” on Contract Records (+).
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“Double-click” on Checklist Event Dates.
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E Select Contract E|

Selection

Contiact ID | R-3000
Find: |
Contract 1D

Contract ID Yendor 1D Fed State Proj Mbr Status County Lvl2 Lvl3 Lvl4 Loca ™~
R -90001 93-3353339 STP 3387005 ACTY Cosv EE0 OW SH 261 AT O&
R -90002 93-3353388 STP 3387005 ACTY Cosv EE0 OW SH 261 AT O&
R -90003 939-39993977 STP 3387005 ACTY Cosv7 BB OM SH 261 AT D&
R -90004 939-3999966 STP 3387005 ACTY Cosv7 BB OM SH 261 AT D&
R -90005 939-3953955 STP 3387005 FEMD Cosv7 BB OM SH 261 AT D&

STP 3387005 SR 261 AT O4

The Select Contract window opens.
The Bottom Panel contains the following columns:
e Contract ID: is the identification number assigned to the contract.
¢ Vendor ID: is the INDOT assigned identification number for the Prime
Contractor.
e Fed State Proj Nbr: is the unique identifier for the project.
e Status: column indicates current status of the project, Active, Pending,
Complete, or Archived.
¢ County: column shows the county where the majority of the work is located.
e Lvl2: The Livl 2 column indicates the District Office administering the
contract.
e Lvl 3: The Lvl 3 column is not utilized by INDOT.
e Lvl 4: The Lvl 4 column is not utilized by INDOT.
¢ Location Description 1: the Location Description 1 column is the
description of the actual work location.

Use the Find, Filter or Sort functions to locate the appropriate Contract.

“Double-click” on the appropriate Contract ID.
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¥ Checklist Evenfrimyies
Contract 1D: R -3000&

Event Frequency Event Group Mext Proj Mbr of R ired Discr R wed Ext A~

Type Type Type Date Occinc to Activate Ind Doc Type Ind
Acceptance Letter Ore Time Only - 0000400 1 M N M
Az-Built Plans Ore Time Only - 0000400 1 M N M
Azbestoz Exclusion Lette One Time Only - 0000400 1 M N M
CR-2 One Time Only - 00/00/00 1 M e M
Crogs-Sections One Time Only - 00400400 1 M M M
DEE Utilization One Time Only - 0000400 1 M b M
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v
Projected Date Actual Date Comments
(13 : 29 . .
Click” on the appropriate Event Type located in the top panel.
13 : 29
Click” on the New [ button.
¥ AASHTO SiteManager
File Edit Services Window Help
W2 =g
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E Checklist Event Dates
Contract 1D: R -30006
Event Frequency Event Group Mext Proj Mbr of Reguired Discr HRegquired Ext ~
Type Type Type Date Occrnc to Activate Ind Doc Type Ind
Acceptance Letter One Time Only - 00,0000 1 M M ]
Az-Built Plans One Time Only - 00,0000 1 M ]
Asgbestos Exclusion Lette One Time Only - 00/00400 1 M M M
CR-2 One Time Only - 00/00/00 1 M N N
Cross-Sections One Time Only - 00,0000 1 M M ]
DEBE Utilization One Time Only - 00,0000 1 M e ]
ToeOwf- oz | N | N jowe ||
v
Projected Date Actual Date Comments

[Enter comments about the event

Click in the Bottom Panel.

Projected Date: Projected Date is the date the event was projected to occur. The
Projected Date is set up in the Checklist Scheduled Events window.

Actual Date: Actual Date is the date the Checklist Event occurs.

“Click” in the Actual Date field. This date is associated with the date of the
highlighted Event Type located in the top panel.

“Enter” the date of the event in mm/dd/yy format.
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¥ AASHTO SiteManager
File Edit Services Window Help
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ﬂ Checklist Event Dates
Contract 1D: W
Event Frequency Event Group Mext Proj Mbrof HRequired Discr HReguired Ext ~
Type Type Type Date Occrnc bo Activate Ind Doc Type Ind
Acceptance Letter One Time Only ----- 00,0000 1 M M M
Az-Built Flans One Time Only ----- 00,0000 1 M M
Azbestos Exclugion Lette One Time Only - 00,0000 1 M M (]|
CR-2 One Tirne Only - 00,0000 1 M Y M
Cross-Sections One Time Only ----- 00,0000 1 M M M
DEE Utilization One Time Only - 0000400 1 M N M
Dnetoeo— — [vzs | | N | N fowe ||
v

Projected Date Actual Date Comments

[Enter comments about the event]

“Click” in the Comments field located in the bottom panel.

“Enter” any comments associated to the event. 60 character/spaces are allowed in
this field.

“Click” the Save & button.

File Edit Services Window Help

ElNTE D& g-

Contract 1D: ,W
Event Frequency Event Group Mext Proj Nbr of Required Discr  HRequired Ext ~
Type Type Type Date Ocernc to Activate Ind Doc Type Ind
Acceptance Letter One Time Only ---- 00/00,400 1 M M M
Az-Built Plans One Time Only ----- 00/00/00 1 M M M
Azbestoz Excluzion Lette One Time Only - 00/00/00 1 M M Mo
CR-2 00400400 1 M e M
Cross-Sections 000000 1 M M M
DBE Utiization 00400400 1 M T M
I I N TR |
b

Projected Date Actual Date Comments

10420406 10/19/06

If the event occurs more than one time, repeat the process to enter additional dates.
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ﬂ Checklist Event Dates
Contract 1D: F -90006
Event Frequency Event Group Mext Proj Nbrof Required Discr Required Ext ~
Type Type Type Date Occrinc to Activate Ind Doc Type Ind
Acceptance Letter One Tinne Only - 00400400 1 il M M
Az-Built Plans One Time Only - 0000400 1 ]
Aghestos Exclusion Lette One Time Only - 0000400 1 M M ()| -
CR-2 One Time Only - 00/00/00 1 N e M
Cross-Sections One Time Only - 0000400 1 ] M M
DEBE Utilization One Time Only - 0000400 1 ] N M
e e 773 I R B R |
v
Projected Date Actual Date Comments
10/20/068 10419/08 Enter comments about the event.

An entry in the bottom panel can be deleted by “clicking” the entry and “clicking”
the Delete <7 button located on the toolbar

AASHTO SiteManager X

\__?/ Do wiou wish ko deleke this Contract Checklist Event Date?

Mo |

“Click” the Yes button if the date entry is to be deleted.

¥ AASHTO SiteManager

File Edit Services Window Help
RiY Dz gl
E Checklist Event Dates
Contract 1D: R -30006

E vent Frequency Event Group HNext Proj Nbr of Required Discr Required Ext ~
Type Type Type Date Occrnc to Activate Ind Doc Type Ind
Acceptance Letter One Time Only - 00,0000 1 M M M

“Click” the Save & button located on the toolbar.
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ﬂ Checklist Event Dates
Contract 1D: F -30006

Event Frequency Event Group Mext Proj Mbr of Required Discr Required Ext ~
Type Type Type Date Occrnc to Activate Ind Doc Type Ind
Acceptance Letter One Time Only ----- 00,0000 1 M M M

“Click” on the Close & button located on the toolbar.
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A-2-10-1 Group Exercise

The material certification letter was received from the contractor and reviewed on
November 2, 2006 for contract R -90006. Update SiteManager to reflect the
information.

Double-click on Contract Administration
Double-click on Contract Records
Double-click on Checklist Event Dates
Double-click on Contract R -20006

Select Checklist Event  Material Certification

Click the New

Enter Actual Date 11/02/06.
Save

Close
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